Base Supply Program

1) Go to www.BaseSupply.com and Click on BASE SUPPLY.
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http://www.BaseSupply.com

2) Click on your Agency Logo or the ENTER BASE SUPPLY
ORDERING button.
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Free Shipping On ALL Orders!
Click On Your Agency or Enter Base Supphy Ordering:

The Base Supply Program is specifically geared for government agencies seeking to procure all of their office
supply needs in one simple desktop delivery system, while also assuring that all purchases are compliant with the
provisions under the WOD Act, a mandatary source program. Through this program, government users receive
high guality WWOD products that either meet or exceed the guality standards of their commercial equivalents.
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3) Login if you already have an account or Click on

REGISTER FOR AN ACCOUNT.
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Password |

CUSTOMER LOGIN | | REGISTER FOR AN ACCOUNT |

Meed additional support? Contact 8 Suppart Specialist
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4) Follow the screen instructions for the Account Setup and
Click CONTINUE.

/4 Account Manager - Industries for the Blind - Microsoft Internet Explorer =121 x|

J File Edit “iew Favortes Tools  Help ﬁ

J ‘= Back + = - @ fat | @Search [5e] Favarites @Historv | I%. = - %-

Jﬁddress I@ https: S, ibrilw, comfaccount, php?page=register j @Go |J Links |J Morton Ankivirus E -

2l

Account Manager Free Shipping On ALL Orders!

Account Setup

Please enter a Customer ID and Password . It can be anything you want but
make it something that is easy for you to remember. Wheaneser you return to our
site, please log inwith this Customer 1D,

Customer ID|

Password|

Re-enter Password|

Government Customer

Government customers generally have an authorized Card Holder, and a =
Shopper. You are considered a Shopper and can reguest items for yourself.
The Zard Holder will then authorize your order and it will be shipped to you. The
Shopper may also be the Card Holder.

¢ Commercial Customer

Zomercial customers generally shop and purchase immediately with a Credit

Card.
Are you a program customer? -
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5) Enter your Shipping and Billing Information and Click
CONTINUE.
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Log Out
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Company|
Address| -
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6) Confirm your information and Click CONTINUE.
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Customer ID DAMNZ999
Customer Type Government

Shipping Information

Name Dang999

Company IE il

Address 2002 Orders

City, State ZIP  Milwaukes, W 53208
Email 2002 Qrders@ibmlke.com
Billing Information

Name Dang999

Company IEMi by

Address 2002 Orders

City, State ZIP  Milwaukee, W 53208
Email 2002 Orders@ibmice.com

[f this information is correct, then continue.

CONTINUE

Log Cut
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7) When the screen confirms that your account has been set
up successfully, Click RETURN TO BASE SUPPLY HOME.
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Log Out

Your account has been set up successfully.

RETURN TO ACCOUNT MANAGER | | RETURN TO BASE SUPPLY HOME | | RETURN TO IB PRODUCTS HOME

SEARCH BY PRODUCT HUMBER

|I| UPCOMING PROMOTIONS
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8) Click on your Agency Logo or the ENTER BASE SUPPLY
ORDERING button.
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Log Out

Click On Your Agency or Enter Base Supply Ordering:

The Base Supply Program is specifically geared for government agencies seeking to procure all af their office
supply needs inone simple deskiop delivery system, while also assuring that all purchases are compliant with the
provisions under the MWOD Act, & mandatary sodrce program. Thraugh this program, government users receive
high guality MO0 products that either meet or exceed the quality standards oftheir commercial equivalents.
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9) Select from the 3 Ordering Options to begin your order.
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10) The 1° option will allow you to Search products by Item

Number. You can easily add items to your cart by Clicking on
the ADD TO ORDER button.
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11) The item added would display in a virtual Shopping Cart
for your approval. To change the Quantity for any line item,
simply Click into the Quantity textbox, change the number (or
enter “0” to remove the item), and then Click on UPDATE
CART. But to continue your order, Click on RETURN TO

STORE.
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12) Using the 2" Ordering Option, you can browse products
by Category. Simply Click on the drop-down menu of
categories. Select your choice and Click VIEW CATEGORY.

; Base Supply - Industries for the Blind - Microsoft Internet Explorer — |5’ |£|

J File Edit “iew Fawvorikes Tools  Help ﬁ
J &Back + = - (D at | Qhsearch  [Ge|Favorites £ AHistory | By S - -

J."-\ddress I@ https: S ibriily, comfbase . phpraroup=4 j 'f‘>G°

| [

SELECT A PRODUCT BY CATEGORY:

TENE | VIEW CATEGORY
-]

L TACKS FASTENE
CLOCKS

COIN BOXES, BANKING SUPPLI
COMPUTER & LAN FURNITURE
COMFUTER ACCESSORIES
COMFUTER FAFER
CONFEREMCE & TRAINING ROOM

COPIER & FAX SUPPLIES

COPY MACHINES

CORRECTION FLUID,RLUEBEBER FI
CUTTING BOARDLCTN OPENERS =

Ifyour agency is not part of Base Supply, you can still place orders using your government purchase card. Just
simply click on Enter Base Supply Crdering.

To setup a base supply program for your agency, contact ecommaridatt net.
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13) After the items for the given category have displayed, you
can simply add a product to your cart by Clicking the ADD TO
ORDER button or Click on an Iltem Number to see an image of
the product.
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14) After Clicking on an Item Number to see an image of the
product, you can add it to your order by Clicking the ADD TO
ORDER button. Alternately, you may also choose RETURN
TO ITEM LIST to go back to the immediate category listing or
BACK TO SEARCH OPTIONS if you wish to choose another
ordering option.
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15) If the item above was added to the order, the Shopping
Cart will again display its contents for your approval. At this
screen, you will note a link below the cart contents that will
allow you to Add More Items Using a Blank Order Form,
which is the 3™ Ordering Option. Click on the link.
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16) The Blank Order Form can be used at anytime during an
order or it may be used exclusively for those of you that need
to place your order quickly, and do not wish to search for
products or view the product images.
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17) Using this Blank Order Form, simply enter the quantity
and item numbers you need, and Click on the ADD TO

ORDER button.
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18) Your Shopping Cart will once again display its contents
for your approval. You will note that the items added using
the Blank Order Form are now part of your order.
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19) Now let’s say that you are not quite finished with your
order, but you have no more time to complete it. At this
point, or at any point during the ordering process that you

have items in a shopping cart, you can save and hold your
order by Clicking on HOLD ORDER.
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20) After Clicking on HOLD ORDER, the following screen will
confirm that your order is on Hold. You will also be sent an
email confirmation of the order (in Hold status).

/) Hold Confirmation - Industries for the Blind - Microsoft Internet Explorer ==
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PRODUCTS SERVICES BASE SUPPLY CUSTOMER PROGRAMS MAILERS/SPECIALS CATALOG REQUEST GCAREERS CUSTOMER SERVICE
Hold Confirmation Free Shipping On ALL Orders!
Log Out
Your order is now on hold. We have sentyou an email confirmation to remind you that your order is on hold.
Order Humber: |B20630
Date: 01522/02
Time: 11:25:10 AM
Quantity Iltem No ltem Price Total —
1 7520014393397  PEMNEBALLPTLASER EBE $27T01EA $27.01
1 H47 2580 CLIF PPR JUMBQ, 048 GA f044BX  $044
2 F509217 POCKET FILE HNG LTR 4PK $7T7APK $1546
1 L279583 EINDER EZD 3" RD $835EA  $835
Subtotal $51.26
Shipping $0.00
Total $51.26 |
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21) At this point, let’s say that two days have passed and you
would like to review your order and complete it. For this example,
| will exit the web browser | was using, and call up a new one to
simulate returning back two days later. Again, go to
www.BaseSupply.com and this time Click in the lower right-hand
side of the screen on CUSTOMER LOGIN

ald stries For The Blind: Base Supply, Office Supply Pro soft Internet Explor
JFI Edit VYiew Favorites Todls Help

J #mEack ~ = - @ ol | @Search [3e] Faworites @Historv | %v =] - @v

J.ﬂddress I https: fevn,basesupply. com) j @G0 |J Lirks |J Morton Antivirus E -

" —

WORLD CLASS VISION

PRODUCTS

SERVICES

BASE SUPPLY
CUSTOMER PROGRAMS
MAILERS/SPECIALS
CATALOG REQUEST
CAREER OPPORTUNITIES
UMDERSTANDING JWOD
CUSTOMER SERVICE

AUK
r
r
r
r
[
r
r
r
r

|@ hittpss v, ibmilv, comyaccount, php l_ Elﬂ Internet
ijstart”J & i |J WjBase 5...| EJHold C...| Egsent 1t Elaccou.. [[Emdus.. | @B BED R 1n4van




22) Enter your Customer ID and Password exactly as you
entered it during your Account Setup, and Click on

CONTINUE.
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Account Manager

Free Shipping On ALL Orders!

Login

Customer |0 |Dan9393

Password

I

| CONTINUE | | REGISTER FOR AN ACCOUNT

Meed additional support? Contact 3 Support Specialist.

SEARCH BY PRODUCT NUMBER

I SEARCH

|I| UPCOMING PROMOTIONS
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23) This will bring you to your Account Manager screen,
which displays your basic account information and your
order history. Note that the order you placed on Hold two
days ago is now displayed here as part of your order history.
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Account Manager Free Shipping On ALL Orders!
Log Out
Customer ID DAMNGA33 | |
Billing Information [ Edit Shipping Information [ Edit
Name Dang999 MName Dand999
Company Bl Company [Bhilw
Address 2002 Orders Address 2002 Orders
City, State Zip Milwaulkee, W 53208 City, State Zip Milwaukee, W 53208
Email 2002 Orders@ibmbke . com Email 2002 Orders@ibmke com
Wiew Order Numberl Fage |1 of 1
Status | Order Number |Name Order Date
Hold IBZ0630 Dan9999 | 01/22/02 -

|@ Done ’_Ele Internet
ﬂl“ R |J 9 |Base Sl £ JHold Cl [ l5ent It...l ©Jaccou... “@Accuu... |<ﬂ—e%£@@¢) B iiseam




24) Your Account Manager screen provides a button for
immediate ordering access by Clicking on the CREATE A
BLANK ORDER button. Here you can also change your
Password or Customer Type if ever necessary.

#} Account Manager - Industries for the Blind - Microsoft Internet Explorer ==

ko

-

J File Edit “iew Fawvorikes Tools  Help

Jhddress |JLinks |JNorton Antivirus E - ﬁ
3

Change Your Password

Old Password |

New Password |

Re-entar New Password |

CHANGE PASSWORD

Customer Type

& Government Customer

Gowvernment customers generally have an authorized Card Holder, and a Shopper. You are
considered a Shopper and can request items for yourself. The Card Holder will then

authorize your order and it will be shipped to you. The Shopper may also be the Card
Holder.

Commercial Customer
Commercial customers generally shop and purchase immediatel with a government
purchase card, but may also opt to Save and Hold their orders.

Are you a program customer?
© Mo {If unsure, select this option)

& Bace SupplleSAMRMC - =l
|@ Done ’_Ele Internet
start| | @ A 159 & || Blpase .. | Elrokd . | Sisent 1. | Elaccon. [[Elacco.. |G EESE DED RS 120200




25) But let’s say at this point you wanted to review that order
you placed on Hold two days ago and complete it. Simply
Click within your order history on the Order Number you

would like to view and that order will be displayed on the
screen.

4} Account Manager - Industries for the Blind - Microsoft Internet Explorer =] |
J File Edit “iew Favorites Tools Help “ <= Back |
Jﬁddress I@ https: fwn.ibmilv, comjaccount. php j e
PRODUCTS | SERVICES | BASE SUPPLY | CUSTOMER PROGRAMS | MAILERSSPECIALS | CATALOG REQUEST | CAREERS | CUSTOMER SERVICE ;I
Account Manager Free Shipping On ALL Orders!
Log Cut
Customer ID DANS35T
Billing Information [ Edit Shipping Information [ Edit
Name Dan9999 Name Dan9999
Company [BMilw Company IBMilwy
Address 2002 Ordears Address 2002 Orders
City, State Zip Milwaukee W 53208 City, State Zip Milwaukee Wl 53208 e
Email 2002 Orders@ibmke com Email 2002 Orders@ibmlce com
View Order Number | Page i of 1
Status | Order Number |Name Order Date
Hald IBZ0630 Dan9999 | 01/22/02
Mhanna Your Pasewnrn l LI
& [ [& |4 nternet

mstart”J EH e |J BBase 5...| o C... | Einbox ... |[&accou... GRS BEDOR 1239w




26) Click on the EDIT ORDER button to make changes to your
order or Click the PLACE ORDER button if you are ready to

place your order.

181
J File Edit  Wiew Tools  Help “ ‘= Back + Jhddress |JLinks |JNorton Ankivirus E - ﬁ
Account Manager Free Shipping On ALL Orders! [~
Log Out
Wiew All Orders
Order Number: IBE20630 Order Date: 01/22/02
Billing Information [ Edit Shipping Information [ Edit
Name Dan9999 Name Dan9999
Company [BMilw Company IBMilw
Address 2002 Orders Address 2002 Orders
City, State Zip Milwaukee W 53208 City, State Zip Milwaukes W 53208
Email 2002 Orders@ibmke com Email 2002 Ordersi@ibmke com
Order Status: Hold
If wou would like to place or editthis order, =
please select the appropriate option and
this orderwill be placed into your shopping
cart.
EDIT ORDER | | PLACE ORDER
Quantity |ltem No ltem Name Unit Price Total
Desc
1 7520014393397 |PENEBALLPT LASER EE TEA |$27.01EA ($27.01 =

|@ l_ ré_ |0 Internet



27) For either selection the order will then be effectively
placed into your shopping cart for Edit or Checkout. At this
point you could add items using the Add More Items Using a
Blank Order Form link or Click on RETURN TO STORE for
other ordering options. Quantities for any line items may
also be updated here before Checkout.

'3 Shopping Cart - Industries for the Blind - Microsoft Internet Explorer

== x|
|J & ”|Jnddress|JLinks“Norton Ankivirus E, e ﬁ

J File Edit “iew Favorites Tools  Help

HOME | COMPANY PROFILE | CONTACT US
SITEMAP | ORDER HELP | UNDERSTANDING Jui0D

WORLD GLASS VISION

Shopping Cart

Free Shipping On ALL Orders!

Quantity ltem No Item
|1 7520014393397 PEN BALLPT LASER BE

1 H472580 CLIP PPR,JUMBO, 048 GA

2 F509217 POCKET FILEHNG LTR 4PK
[ L279583 BINDER EZD,3" RD

e — Add More Items Using a Blank Order

Log Out

Price Total

$27 01 EA $27 M
$044 Bx $044
$7T3IPK 31548
$335EA $835

Form

Subtotal $51 26
Shipping $0.00

USER OPTIOMS

| CHECHK CUT | | HOLD ORDER | |CREATE£\.DI.ANK ORDER | | RETURN TO STORE | | = BACK |

Il

]

l_ E |4 Internet

iﬂstart”J EHse |J BfjBas...| €1Hal... | Mgsen..| Eloce...| Elace.[[Elsho.. [ @RI DEDORD 1214




28) To Checkout, simply Click on the CHECK OUT button and
select the Checkout option that you need. In most cases, this
will be Card Holder Checkout. After selecting your Checkout
option, Click the CONTINUE button. Alternately, if you are
not the Card Holder and need approval from your superior for
the order, select Submlt for Approval and CONTINUE

acheck ut - Industries for the Blind - Microsoft Internet Explorer

JFI Edit VYiew Favorites Todls Help

Jﬁlddress I@ htkps: s, ibmilv, cannfcart, php

“ s~ Back - ﬁ
-l e

Checkout

Free Shipping On ALL Orders!

 Submitfor Approval

If wou are done shopping and would like this order Held for
Approval, select this option. The Card Holder for this account will be
notified. The Card Holder will return, reviews your order, and approve
or deny. You will receive an email notice after the order has been
approved by the Card Holder.

Card Holder Checkout

If wou are done shopping AND are the Card Holder, click here. You
willl be taken directhy to the Billing Information screen and you can
check out immediately.

Hold Order

If wou wwould like to return shopping at a later date, click here to hold
your order. Select this option only it you are NOT done shopping.

CONTINUE

Log Out

Il

]

iﬂStart”J E :_i[j I‘_'$| ﬁe |J Base Sl @Hold Cl I‘_'glnbox ...”@Eheck...

l_Elﬂ Internet
GERSEBEDOR 125w




29) After selecting the Card Holder Checkout option and
Clicking on the CONTINUE button, you will be directed to a
Checkout screen where you will be able to confirm the items
in your cart, the Billing and Shipping Addresses, and then

enter your Credit Card Information.

#j Checkout - Industries for the Blind - Microsoft Internet Explorer =] |
J File Edit “iew Favorites  Tools  Help “ = Back - ”|
Jﬁddress I@ htkps: e, ibmile, canfcart . php j E‘}G
Checkout Free Shipping On ALL Orders! l
Log Out
Quantity Item No Item Price Total
1 7520014393397 PENBALLPTLASER BE $2701EA $2701
1 H472580 CLIP PPR JUMBO, 048 GA $044BX  $044
2 F509217 POCKET FILE HNG LTR 4PK $7TTIPK 31546
1 L279583 BINDER EZD 3" RD $835EA  $835
Subtotal $51.26 (I
Shipping $0.00
Total $51.26
GO BACK TO MAKE CHANGES |
Billing Information Shipping Information
Name  [Dan9393 Name  |Dan3393
Company [IBMit Company |IBhitw
Address |2002 Orders Address 2002 Orders
Address 2 | Address 2 | =
& [ [& |4 nternet

mstart”J EH e |J BBase 5...| &Ho C... | Einbox ... |[&check... GEH2LBEDR s




30) Note that there is a textbox for an internal Job Order# or
PO#, and another for any Special Instructions that may be
helpful for the delivery of the order (However, all changes to
the Shipping Address must be hard-coded to the system- so
please contact your Sales Representative for these changes).

4} Checkout - Industries for the Blind - Microsoft Internet Explorer 18| x|

J File Edit Wiew Favortes Tools  Help “ ‘= Back - ”|

J»‘i\ddress I@ htkps: e, bl conngcart, php j PrGo
LA s (Y yy [ 11 I I L ;I

Name on card |Dan 9933

Job Order # [143567

Special Leave order in cubicle. ;I
Instructions

SEARCH BY PRODUCT HUMBER

m UPCOMING PROMOTIONS

Industries for the Blind, Inc. Phone: 4149334318
3220 West Vet Street Fax: 414.933.4316
P ® g Milwaukee Wl 53208-2400 infoggibmilye. cotm
ILWAUKEE
Copyright ® 2001 Industries for the Blind, Inc. | All Rights Reserved. Privacy Statement E
|&] l_Elﬂ Internet

ijstart”J & H 58 |J BfjBase 5...| &7Hold ... | Ejmbox ... [ £ check... EHIETEDH e




31) To continue the Checkout process, Click on the SUBMIT
button. This will direct you to a page to confirm the
information you just provided for the order.

#} Checkout - Industries for the Blind - Microsoft Internet Explorer

=151
J File Edit “iew Fawvorikes Tools  Help “ SBack -+ ¥
Jnddress @ https: i, ibmilw, comfcart, php j e
Checkout Free Shipping On ALL Orders! Al
Log Out
Please Confirm Your Order
Quantity Item No ltem Price Total
1 TH20014393397 PENBALLPT LASER BE $2701EA $27.01
1 H47 2580 CLIF PPR JUMBO, 048 GA $044BX 044
2 Fo09217 POCKETFILE HMNG LTR APK $7TTIAPK $1546
1 L279583 BINDER EZD 3" RD $835EA  $835
Subtotal $51.26
Shipping %000
Total $51 26 .
Billing Information Shipping Information
Name Dan9999 Name Dan9993
Company IEMihy Company IEhihwy
Address 2002 Orders Address 2002 Orders
City, State ZIP Milwaukee, W 53208 City, State ZIP Milwaukee, Wl 53208
Email 2002 Orders@ibmke.com  Email 2002 Ordersiéibmke com
o em e -
|@ Done ’_Ele Internet

EQStart”J ﬁ m ] @- |J @BaseS...l @Holdc...l I'Sllnbox...llw |<ﬁ%¢5ﬂ@@@¢)ﬂ
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32) Once you have confirmed all of your information for the
order, YOU MUST then Click on the PLACE THIS ORDER
button to finalize it. Note that BaseSupply.com utilizes
Secure Sockets Layer (SSL) technology to assure that all
customer communlcatlons are protected

#j Checkout - Industries for the Blind - Microsoft Internet Explorer =] |

| Fle Edit View Favortes Tooks Help |J < Back - ”|
Jﬁddress I@ htkps: e, ibmile, canfcart . php j E‘}GD
Email 2002 Orders@ibmke.com  Email 2002 Ordersiéibmke com B
Credit Card Info

Type Mastercard

Number 4. 374

Exp. Date (mmiyy) 11/02

Name Charles J. Lange

SEARCH BY PRODUCT HUMBER

|I| UPCOMING PROMOTIONS

N Industries for the Blind, Inc. Phone: 4149334319

Y 5070 wiest Viiet Street Fax: 414,933 4316
B D ] viitwaukee, wi 532082400 info@ib milw.com
MILWAUKEE

Copyright @ 2001 Industries for the Blind, Inc. | All Rights Resened. Privacy Statement it

2] [ [& |4 nternet —
mstart”J EH e |J BBase 5...| &Ho C... | Einbox ... |[&check... GEH2LBEDOR s




33) The last screen displayed to you will be the Order
Confirmation which will provide you with an Order Number,
Order Summary, and Customer Service links. You may also
choose to Print this screen for your records, though you will
also receive an email confirmation of this order and again
when it ships out to you.

+} Order Confirmation - Industries for the Blind - Microsoft Internet Explorer 18| x|
J File Edit “iew Favorites Tools  Help “ S Back - ”|
J.ﬂ\ddress I@ hittps: v, ibrilvs, comjicart, php j @G0
Order Confirmation Free Shipping On ALL Orders! 2
Log Out
Thank you. Your order has been received.
You should receive a confirmation email shortly if you entered an email address.
Order Number: IB20690
Date: 01/22/02
Time: 01:25:47 PM
Quantity Iltem No ltem Price Total
1 7520014393397  PENBALLPT LASER BE $27.01 EA $27.01 |
1 H47 2580 CLIP PPR JUMBO, 043 GA $044Bx  $044
2 Fa09217 POCKET FILEHNG LTR 4Pk $TTIPK $1546
1 L279583 BINDER EZD 3" RD $835EA 3835
Subtotal $51 26
Shipping $0.00
Total $51 28
If vou have any questions regarding vour order, please contact customerservice @ibamilw. com, =]
|&] l_Elﬂ Internet

iﬂStart”J E :_i[j i ﬁe |J Base | Eg]lnbox...”@ljrder... @Digital...l @Comp...l |@EQ&QE@[° B g 1:53 FM




